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ESS 3.11 

ESSSDASGASDGADG Advantage ESS 3.11-On Demand 

Training 

Class Title: Create Federal W-4 



Goal: After taking this class, staff will know how to 

change their FEDERAL Withholding Tax Liability 

in ESS 3.11 

 

Objectives:   

Show staff the steps required to change their own 

FEDERAL Withholding Tax Liability  
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Select the Compensation tab 

Go to the Tax Information section and select the Create Federal W-4 tab 
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Complete your Federal W-4 form by filling out and verifying the required information 

 

*Must select Federal Tax 

Marital Status  
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Select a Federal Marital Tax Status from the drop down Menu 

This is what you will see when 

you open the drop down menu 
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Enter the Total number of allowances you are withholding 

If you are claiming EXEMPT, 

leave this line blank 

Enter Additional amount, if any, you want withheld from each paycheck 

If you are claiming EXEMPT, 

leave this line blank 

IF you wish to claim EXEMPT, select Exempt from the drop down menu; otherwise, leave at None 

Under IRS regulations, a Form W-4 is invalid if the employee writes “Exempt” on line 7 and 

also enters a number on line 5 or an amount on line 6 
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You will see a verification message when the document has been 

successfully submitted 
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You can verify the change has been made by selecting the View Tax 

Withholdings/Allowances tab in the Tax Information section 

The active tax withholding will be at 

the bottom 
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